Meeting Room Approver Procedure

1. Asameeting room approver, you will receive an email to approve a meeting. The body of the
message will be blank.

Home

o &

New  New
E-mail Trems *

% Ignore
5 Clean up
& Junk -

New Delete

Send | Receive

Foldler View

[
Reply Forward &% pore -
Al

53
L

Mave

% To Manager
« Done

7 Create New =

B3 escc
(34 Team E-mail
% Reply & Delete

K =

Delata

% Meeting
Reply

Respond Quick steps u

Ky ‘N‘-\
Rules Oneflote Unread; Categorize Follow
- Read - up -~

Q L] Y Find a Contact +
=]

(&3 Address Book

P Filter E-mail -

Nave Tags Find

A Favorites
(5 sentltems
I A Unread Mail

@ Deleted Items (7592}

1% | B )@ From Subject

+ Date: Today

Search Inbox {(Ctri+E)

Received size Categories

wlp)[
o

FW: Test Meeting In FCC2B

] box

(2| Drafts [63]

() Senttems

Deleted Items (7692)

accel.div.conf.rm

access grid

admin

atlas@fnal

avdi2

offtp

| £ cdinfo

4 3 cdfconfrm
(4 CDF Bldg 327
3 CHEPOT

3 cmsroom

3 codian

3 confrm.mise

3 do far side

3 doconf.rm

) Mail

4] calendar

[8-] Contacts

2 gd  Andy Huguenard

Wed 2/22/2012 825 AM

2kl @A

Bupes 1551 JWY 00T [

syseL 0 :AepoL

Tems: 1,302

[ online with Microsoft Exchange | [ B3 100% (-—— () —(+)




2. To approve or deny this request, login to Webmail at https://email.fnal.gov.
a. Login with your Services Account username and password to process the meeting room

VN,

request by selecting “Accept”, “Tentative”, or “Decline”.
b. For each option, you may select “Edit the Response before Sending”, “Send the
Response Now”, or “Don’t Send a Response”.
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This is an example of “Edit the Response before Sending”:

% Accepted: Andy Huguenard Test Meeting In FCC2B - Windows Internet Explorer E‘Eu

send @ 0 W & Y & [@& V- Optons. Paintedt v @- [7]
- Draft autosaved at: 8:54 AM
- Spelling check complete. No errors found.

* This message hasn't been sent.,

From: Sheila J Cisko on behalf of C5/ Feynman Computing Center 2nd FI/FCC2B
To... Andy Huguenard
Cc...

Subject:  Accepted: Andy Huguenard Test Meeting In FCC2B

When:  Wednesday, February 22, 2012 12:00 PM-12:30 PM.

Location: CS/Feynman Computing Center 2nd FIFCC28

Andy, there is a meeting which precedes yours which may run late.
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3. Click the “Send” button when you are done.

F |
@ Accepted: Andy Huguenard Test Meeting In FCC2B - Windows Internet Explorer E‘@g

send [ Wl w 8 Y 8 [E& V- Optons. Plaintet v @ - (7]
= Spelling check complete. No errors found.
= This message hasn't been sent.
= Yes, C5/ Feynman Computing Center 2nd FI/FCC2B will attend.

From: Sheila J Cisko on behalf of CS/ Feynman Computing Center 2nd FI/FCC2B
To... Andy Huguenard
Cc..

Subject:  Accepted: Andy Huguenard Test Meeting In FCC2B

When: ‘Wednesday, February 22, 2012 12:00 PM-12:30 PM,
Location: CS/Feynman Computing Center 2nd FI/FCC2B

!A.ndy= there is a meeting which precedes yours which may run late.
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4. To view the meeting room reservation, open Outlook and Select “Calendar” in the Navigation

Pane.
a. Click “Open Calendar”.
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b.Click “From Room List...”
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c.Search for room by the first two letters of the abbreviated name of your
Division/Section/Center . The example below illustrates Computing Sector (CS).
d. Select the desired room and double click to insert it in the Room field.

e. Click “OK”.
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| Mame Location Business ...  Capacity Description E-mail Address
[ ©S/ Feynman Computing Center 1st Fl/Vickys Conference Rm ] Roorm,whiteboard FCC_vickysConference@fhal.or «
[ ©5/Feynman Carnputing Center 1st Floor West/FCC1 20 Roorm,PhonevideoconfSyster, Projector, Speakerphone, WideoConfere. . FCC_1@fnal.gov
[l €5/ Feynman Computing Center 1st Floor West/FCC117 5] Roorn, Speakerphone, Whiteboard FCC_117@fmal.gov
[ €S/ Feynman Computing Center 1st Floor/FCC111 ] Room,Speakerphone, Whiteboard FCC_111@fnal.gov
[l €S/ Feynman Computing Center 2nd FI/FCC24 23 Roorn,PhonelideoconfSystern, Projector, Blackboard, Speakerphong, Vi, FCC_Za@fhal.goy
[ Cs/Feynman Computing Center 3rd FIFCC3 10 Room,Projector, Speakerphone, Whiteboard FoC_3@fhal gov
[ €5/ Testl Delegate 4 Roorm, Speakerphone, Whiteboard testl_Delegated@al gov
[ S/ Test2 Autnbook 4 Room,Projector Test2_autohook@fhal.gov
[ CS/ Test3 Delegatz/autabook 2 Room,VideoConference, Whitsboard Test3_delauto@fhal.gov
[l CSf Testd FAEMC 4 Roorn,Blackboard,Phone, PhoneVidecconfSystem, Prajector RoomPC,S. . Testd_FAEMC@Mmal.gov
[ CS/ Tests FAPS 5 Room,Projector, Speakerphone, Whiteboard TestS_FaPS@fal.gov
[l CS/ Tests Free/Busy Wiew Test 5 Room,Phone, Whiteboard testt_fh@fmal.gov
[ €5/ Wilson Hall 55ABoard Room 20 Roorn, Speakerphone, Whitehoard WWH_5Sw@nal.gov
[ ©s/ wilson Hall 7w Ajoodshed 12 Room,Projector, Speakerphone, Whiteboard WH_7 @ fnal gov
[ ©5/ Wilson Hall 8th FIAVHE72 5 Room,Phone, Whiteboard WH_87a@fnal.gov
[ ©s/ wilson Hall 9th FIAWHI0P 5 Room,Phone,Wwhiteboard WH_309@fhal.gov

L1l

CS/ Feynman Computing Center 2nd FI/FCC28




f. The reservation will be viewed in the room calendar
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